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OFFICE OF THE SECRETARY OF S A T E  i 
OEPARTMENT OF ARCHIVES A N 6  MISTORM 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE i 
."- - 

INSTRUCTIONS: See Publicatifn No. 76-RM-1 for instructions on completing this form. Forward signed ariginal :o 
2aoartment of Archives and Histqry, Records Management Division, 330 Capitol Avenue, Atlanta, Georgis, 30334. 

< I 
1 .  

I 

Administration Division 
Post Office Box 2406 
Savannah, Georgia 31402 

2. Psrsontobntact working Title Telephone Number 

3. Action Requened 
9 64-3.8 69 

c 2 Amand Apolication No. J9-5-A Check One: 3 Change; 0 Supercede; 0 Void 
s f. h a s  of Series 
1 Grlkzt Latest 

i z m n  and Offica F u d o n  What is the function of the Division and the Offica in which th is  record wries is created? 

' The Director of Administration assists the Exechtive Director in the managerial functions 1 of the Georgia Ports Authority and is responsfble for the operations of the Personnel, 
' Safety and Training, Port Police, Reproduction/Communications Department, Claims Department. i Maintains'liaison with labor attorney and keeps staff advised of any new labor laws and acts'. 

5. Recurds Series fitle Ifollowed by tide used in off ia;  if different1 

I To Date Overtime Listing File 

7. Record Series Desaiption This file contains the following documents (include form numbenand titles, if any): .~ . _  . 1 A n a d  samples of the file. '. I Documents relating to: A breakdown of hours worked; straight time,   over time, 'holiday; vacation, 
etc. 

I 

Listing of overtime hours by division and a payroll analysis report 
for hwrly paid employees. (Pay L 18 and Pay 12 D respectively) 

. 

Chronologically File is arranged: 
i 

- 
8. Monthly Referenca Rate How often are records referred to which are: 1 One to six monthsold 4 : Seven to twelve months old 4 ; Thirteen to twenty-four months old 2; 

I---- Lmer-size drawers ; bgakits drawers ; Shelves ; Other lwecifyl 1 box 

i 

i 
varies 7 twenty-five months and older 

9. Annual Rate of Accumulation of R a s r d s  

~~ An-SO-71; ~ Rw. 76 - ~ - 
~ 



1 

in another offia, or agency? 

a. State Law wan. . 1. Audit period years. 
war t .  b. Statute of limitaciqn years. a. Administrative need 

z Federal law years. f. Foderal retention instructions - 2 -  years. 

4 

Attach copy or excerpt of l a w  or regulations. Explain administrative need. 
O f f i c e  reference requ 1 rements -- 4 years. 

29CFR 1602.31 - 2 years. 

12 Aowved Disposition Instructions This agenq recommends tha t  the f i le series be cut otf a t  thb end of each: 

E4 Calendar Year: CI Fiscal rear: 0 0- . then, 

3 Hold in the current files area monthts) yeartd; then 
fJ Transfer to local holding area. hold 4 yearb); then 
0 Transfer to State Records Center; hold 
iJ Destroy. 
0 Transfer to State Archives for permanent retention. 
@ Other lspccifyl NOTE: 

year($); then 

I n  t h e  event a charge o f  d i sc r fm [na t ion  t s  f i l e d ,  o r  an ac t ton  Brought By t h e  EEO 
Commission o r  t h e  U.S. Attorney General, these records must be re tatned u n t t l  fTnal  
d i s p o s i t t o n  of  t h e  charge o r  ac t lon .  

These inmudons apply to al l  prior and future accumulations of the series. 
._ 

.. . 

?earnmendations in para- 
mph 12 are apwoved. 
' I f  disapproved, artad, lettar 
,f 8xp~aIlation.l 



APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY AND OF STATE 

RECORDS MANAGEMENT DlVlSiON , 

FOR AGENCY USE 1. Aganc~Addnrr 
L --L 

+miemon Dan Georgia Por ts  Au tho r i t y  
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 I 5-1-79 ,- 

AWiaticn Number 

i The D i r e c t o r  
: o f  t h e  Georg 

Safety and T i l i a i s o n  w i t h  

kOR RECORDS MANAGEMENT USE r 
Application Number 

1 

Dam Cornolered 
7 s - 5 4  

Data HIteivsd 

I 
lj 

o f  Admin is t ra t ion  a s s i s t s  t h e  Executive D i r e c t o r  i n  the  managerial func t ions  
a Por ts  Au tho r i t y  and i s  responsib le  f o r  t h e  operat ions of  t h e  Personnel, 
a in ing,  Po r t  POI i c e  and Reproduction/Cmmunications Departments. 
labor a t to rney  and keeps t h e  s t a f f  advised o f  any new labor laws and acts .  

Maintalns 

1 

E;rlks: b t r s t  
I 

. 1976 To Date - 

1 7. Record Series Description This fib contains the following documents findude form numbers and rides, if any): 1 
Attach samples of the file. 
A breakdown of hours worked; straigh-t t ime, overtime, ho l iday,  vacation, 
e t c .  1’ I 3acument.s relating to: 

i 

Overtime L i s t i n g  F i l e  
1 

i. 

for  hour ly  pa id  employees. ’ i  
i induaedue: L i s t i n g  o f  over t ime hours by d i v i s i o n  and a p a y r o l l  ana lys is  repa r t  

i’ 

File it arranged: P r in tou  3 are arranged chrono.Jg ica l l y ,  cu r ren t  date on top. 
on p r i n t o u t s  i s  arranged by d i v i s i o n .  

How often are records referred to whim are: 

In format ion 

8. Monthly Referanca Rate 

One to six months old 

Letzer-size drawers A; Leqal4ze drawers n/a ; Shelves n/a ; Other @ x j f y )  lega I box 

4 ; Seven to twelve months old ; Thiceen to twenty-four months old L; 

! 

i 

1 

1 
months and older ? 

of Accumul on of Records 

1 
_ -  -~ *R-50-77. R ~ v .  76 

- - ~- . c ~ ~- 



~- _. 
p: an A in me proper mlumri) 

L 

" 

d. Audit period years. 
v e m .  5. Srarute of limitation 2. Adrninirtrative need 

:. %derai !aw years. f .  Fsderal ratention inmudons years. 

At?ach copy 01 excerpt of l a w  or regulations. Explain administrative need. . ~ 

. ,  4 

~ ~ ~~ 

~ ~~~ ~~ 
~~ ~. ~~ - -. 

~ ~~- ~ ~ . .~ 

, ~. : 

0 Hold in ttw current files area c month(s) 1 year (s) ; then 
fl Transfer to local hoiding area, hold 3 year(s): then 
a Transfer to Staan qoosrds Center: hold 
eTI Oestroy. 
Cl Transfer to State Arehivat for permanent retention. 
9 9rher ispecify) 

yaar(d; then 

These inshaions apply to all prior and future rctumuiations of the series. 

i State Records Committee lsiananrrel Oata 
Rscornrnendations in para- 
graph 12 are approved. 
(If dispproved, anad,  letter 
of kxpkmatim.) , .  

I 
Attorney Generai!Desianee .- --.__- ,- .. . . .. .-- . ._ __. ._ 

' I  
i 



APPLICATION FOR RECORDS RETENTION SCHEDULE 
% -- f 

c 
-,* 

OFFICE OF THE SECRETARY AND OP STATE HIStORY 

RECORDS MANAGEMENT DIVISION 

.b, - -I-- 964-1721, 249 
~ 

D i r e c t o r  of Admin is t ra t ion  Charles E. Steed ---- 
3. Action Reuuened . 

- 
, -- FOR AGENCY USE 

Aootication Date 

-L 
4wiication Number 

1-04-79 

61 

1. Agency Address ' FOR RECORDS MANAGEMENT USE 
Georgia Por ts  Au tho r i t y  I Application Number 

Date Completed 
79 -5 Admin is t ra t ion  D i v i s i o n  

Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

Date H e c e i d  

JAN 1 9 1979 IAPR - s 1979 

-- 
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbenand titles, if any]: 
Attach samples of the file. 
A breakdown of hours worked; s t r a i g h t  t ime, overtime, ho l iday,  
vacation, e tc .  

' 

3. Dates of Series 
i Earliast Latest 

. 1976 I To Date 
I 

induded are: L i s t i n g  of overt ime hours by d i v i s i o n  and a p a y r o l l  ana lys i s  r e p o r t  
f o r  hour ly  pa id employees. 

5. Records brier Title (followed b y  title used in office: if different) 

Overtime Report, F i l e  (Pay L 20; Pay 12 D)  

i f i l e  is arranged: P r  . . i t ou ts  a re  arranged chronologica ly ,  cu r ren t  
on p r i n t o u t s  i s  arranged by d i v i s i o n .  

i t e  n t o p .  I formation 

8. Monthly Reference Rate How often are records referred to which are: 

0 
0 1 One to six months old 

i twenty-five months and older--? 

9. Annual Rate of Accumulati n of Rerordr 

4 ; Seven to twelve months old 4 ; Thirteen to twenty-four months old 

1 legal box 
Letter-size drawers nPa : Legal-size drawers ;Shelves ; Other (specify) 

%R-50-77. Rmv. 76 ( O W )  
~- 

~ 
-~ __ ~- -- ~ c -  - ~ 



. 

.- 
1 11. Retention Requirements The following requires the series to be kept: ..I 

a. %ate Law years. d. Audit period -years. 
5. S r t a t e  of limitation years. e. Administrative need ---wars. 

-years. 1. ":?deral !a" years. f. Federal retention instructions - 
Artach copy of sxcerpt of law: or regu!ations. Explain administrative heed.., 

I 
I 

1 

? .~ 

-~ . .  
, . .. ~~. 

8 1 ,  , ,  
~~ 

- . , .  . -  - . .  . .  ,~ ~ , 
. .  ~- . .  

I 8 ,  8 -  - ;  . .  
. .  

In+rudons This agency recommends that the file series be cut orf at thb end of ehch: i I I  

0 Calendar Year: 0 fiscal rear ;  Rl Other s i x  months then, 

a Hold in the current files area monthk) 1 year(r); then 
C Transfer to local ba1d;ng area. hold 
(2 Transfer to State %ardr Cznter; hold --year(s); then 
E.4 Destroy. 
U iransfer to State Archives for permanent retention. 
@ 9rher SpeciWl 

yeads); men 

~ I 

. ,  

' -  

fhes instructions apply to al l  prior and future accumu1a:ions of the series. 

-. lhsiqnee fsianature) . Date Remrdi Management Officer /Signature/ Date 
I .  

/-,+vy j 
/ -  

&& _I 

V#2+? &, 7 

0- , f  
State Remrdt Committee (Signature) Date 

?earnmendations in para- 
lraph 1 2  are approved. 
W disapproved, attach letter 
tf expianariorr.) 

Axorney General/Designae 


